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Get Started with My Budget Planner 

Click on the "Start" button, select "Programs", select "My Budget Planner" to open My Budget Planner 
software. 

When you open My Budget Planner a Welcome message will 
pop-up: Click "OK" . 



PLANNER*"*^ 



Welcome to 
My Budget Planner 



This application was designed Id help you ronliol your spending and 
manege youi budget 

Ftense start by entering tie names ot the people your are budget 

planning lur 

This application will provide you with a default budget plan 
Pleose feel Itee to change any descriptions, add new or delete 
existing categoues to create your perfect budget plan 

Pleas* flick. onltiemtngHHpilyou need «§» utanca -ittun thrt toltweie 
Good luck" 



flit 



Next screen will prompt you to select number of people and type their names. 



^ Options 



r Uset Information 



Create Budget for |"2 people 



Namel OTm 




Database 

Database Location I C: \laliana. de v*\B udgel 



Browse 



Copy ol the Database C: Maliana.de v^BudgelVDB Backup Browse 
(Copy of the database will be created automatically every 1st day of the week) 



p Othei Options 

1»? Display Categories in the Alphabetical Older 
F7 Show Overall nder Budget Amounts Fiom The Previous Months 





Save 



Ulose 



Click OK. Below message box will pop-up: 
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New Monthly Budget 



Your May.. 2003 budget statement was not setup 
Would you like to create one? 



Yes 



No 



Click on "Yes" and software will create an empty budget for the current month and year. 
Create Monthly Budget 

Select month and year from the drop down box. If budget is not setup software will prompt to create a new one. 
Ef Notes 

All budgeted amounts from the previous month will be duplicated to the new month budget. 



You can also create a new monthly budget by clicking on the icon 
Month. 



□ 



I or selecting from the menu File - New 



Ky tluiii|i-i Pl.ir.ni- 



AJiuyt Par ■ 



E> vw> Iw* H* 

Q m x i p 



5? 



.I. i»i m a 



3 a 



~3 Ye«|;C03 z\ «tan|Deioil Eudger ^JN 0 "*^ 31 AU - 



~3 



Win: MoouiMineonM Mitmuv lmimii im«%ti 

boa dan ooo 



• H mi . Li 



Enter Budgeted 
lAmounte for Jim. 



-31 

•r*w. toliA iU«*rj Uni (H • Mni* OUT. 



Enler Budgeted 
Iftmountsfor Linda. 




aALANCC* 
lnc»m» 
Main Incom* 

Bonus 
Salary 
Olliel Income 

e* 

Cnhor Income 
Tax Re<jr.J 
SovIkjs 
12 Hank Sjvingi 



UAE Credit Union 
Collcrgo 

CA Trust 
GEDnp 

Cash 
19 Ttaifiemc-nl 
ffl 4HTI- Plan 

21 IStacli-fund 



& loup/C « I Bijn ly 



'Balance" Row 
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First row in the table is a Balance. It is a calculated row. When you create a monthly budget please 
follow the rule: 

Balance = Income - Savings - Mandatory Expenses - Flexible Expenses = 0 
Balance is an indicator for "Money In" = "Money Out". 
To create a budget follow these steps: 

j First, enter budgeted numbers for Income. 

_ Then enter budgeted numbers for Savings. 

Balance will be recalculated automatically as: "Income" minus "Savings". 

Next, enter all budgeted numbers for Mandatory Expenses. 
3. Balance will be recalculated automatically as: "Income" minus "Savings" 
minus "Mandatory Expenses". 

At last, enter budgeted numbers for Flexible Expenses. 

Balance will be recalculated automatically as "Income" minus "Savings" 

minus "Mandatory Expenses" minus "Flexible Expenses". 

4. 

At this point your Balance should be equal 0. 



Every time you adjust your budgeted savings, expenses Balance- 
Budgeted amount is automatically recalculated. 
Every time you enter your actual savings, expenses Balance-Actual 
amount is automatically recalculated. 

Example: Income =1000. 
Add expense 1 = 100. Balance =900 
Add expense2 = 100. Balance =800 
Add expense3 = 100. Balance =700 

Add expense 10 = 100. Balance =0 - it's mean you save and spent all 
money you earned this month. 

"Over/Under Budget Prev. Month" Row 

Over Budget means you spent more money that you had available for a month. Under Budget means you 
left in this month and you can use it in the next month. 

My Budget Planner software will automatically roll over Over/Under Budget amounts to the next month 
There will be a row below a "BALANCE" row. 

• Over Budget Example. 

April: Jim and Linda have spent more money that it was available to them in April. Jim has over spent 12 
has over spent 78. 
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1 


I - '•] •, 

BALANCE' 


Total 
Budgeted 

87.00 


Total 

Aclual 

-205.87 


DffeienC* 


Jm 
Budgeted 

0.00 


Jin 

Actual 

-1 27.87' 


Dfltier.ee 


Linda 
Budgeted 

87.00 





J 

Ma 


y: -127.87 and -78 will be 


8.750 00 

added in ]\ 


a 5oo oo 

lay in the 


"Over Buc 


ri.noo oo 

get Prev. j> 


s.nno on 

4onth" row. 


3.750 00 






Group/Calegoey 


Total 

Budgeted 


Total 

Actual 


DJIerenee 


Jim 
Budgeted 


Jim 
Actual 




Linda 

Budgeted 




1 

3 


BALANCE' 

Over Budget Pre*. Month 
Income 


000 

•205.87 
8.205.87 


7,002.13 

■205.67 
8,000.00 




000 

125.87 
5.625.8? 


4.882.13 

■125.87 
5.500.00 




0 DO 

■8000 
2.580. 00 





• Under Budget Example. 



April: Jim got 500 as a gift from his parents and he only spent 127.87 from that amount. So he still has 3' 



G'eup/Caiegw 


Total 
Budgeted 


Aciuai Dfferenee 


Jim 
Budgeted 


Jm 
Actual 


difference 


Lirda 
Budgeted 




1 BALANCE" 
3 [income 

May: 372.13 will be added in 


87.00 
8.750.00 


372.13 
9,078.00 


0.00 
h nun nn 


372.13 
i win nri 




87.00 
3,750. OO 




May in tht 


; "Under Budget Pre' 


/. Month" row. 






Gioup/Celegoty 

1 BALANCE" 

2 Under Budget Prev. Month 


Total 1 
Budgeted 

578.00 

37213 


Total 

Acliwl Offer*** 

7.580.13 

37213 


Jim 
Budgeted 

498.00 

37213 


Jim 
Actual 

5.3B0.T3 

37213 


Difference 


Linda 
Budgeted 

80.00 

000 





Of Notes 

Over/Under Budget Amount will be included in the calculation for the BALANCE row if you over or ura 
previous months. 

A Notes 

If you don't want to see Over/Under Budget Amount click on the File menu, select "Options" and UN-ch 
Over/Under Budget Amount From The Previous Months": 




Record and Control Monthly Spending 

Record savings and spending in the Actual column. 
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l* tf«w Imh 



omx 



■5? * y c* i£ 



3 



Mor»»|Moy 



~3 ¥ H- Ci: ' 3 zJ 5ta»|petoil Budget _»l|Mar,iMy zJl'- 1 - 



~3 









IOIJU.: MMmilykicaciK MoniMv s*»irw» Muiiuwy bqwftM* 

0.00 000 7S7 DO 


Enter Actual 
Amounts for Jim. 



3? 



s 

r s 



Difference = 
Budgeted - Actus 



Enter Actual 
Amounts for Linda. 




BAlAHCf ' 
lliilhi*. 

Cit.i n: ; i 



103 1 Gas 
Tlfll Memei 
B Mobil* plun* 
Tl3 PhorwPicBoll 
il» TVCablB 
114] warn 

Fleidbli Enpenses 
116 doilies 
B ClotUs 



Dry Cl»an 
Joshua Clothes 



120 Computet 



Compute* Boohs 
Compute Sewce/Pafls 

Kilinq Qui 

QwaHesI 



IS l"'n (>■ 



Tctal 
I uu uu 



12000 
100 CO 
50 CO 
100 00 
4000 
3300 
2900 
i.rm mi 

100 00 

1000 
000 

000 
000 

2500 
15000 



Nm. 



Actji Rimini PadOfCrratCad Ch^.tluicn 



2 



3 



Linda end Jim spent 
more then Budgeted on 
the expenses for 
Clothes. 



1 



Monthly Available Amount 

You will always see your Actual Total and Monthly Available amounts for the current month. 
Monthly Available = Total Monthly Income - Total Monthly Savings - Total Monthly Expense* 

*Monthly Expenses includes Mandatory and Flexible Expenses. 

TOTAL: Monthly Income Monthly Savings Monthly Expenses Monthly Available 

11.52-1.00 3,205.00 8,016.00 303.00 c ^(| 



Calculation for the Monthly Available amount will include over/under budget amounts If you over or 
under spent in the previous months. 

TOTAL: Monthly Income Monthly Savings Monthly Expenses Over Budget Pi ev. Month Monthly Available 



.000.00 0.00 792.00 -205.87 7,002.13 =^fl 
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"Difference" Column 

Difference is a calculated column. Difference = Budgeted Amount - Actual 
Amount. 

Always pay attention at the Difference. If it's a negative amount it means you 
have overspent. It will help you control your spending. 

For example: No more spending money on clothes, wait for the next month. 



Note 



Every category's item has a Note associated with it. Click on the budgeted or actual amount cell and you will see 
Note for that cell on the bottom. You can type small notes as a reminder to yourself. A note is saved automatically 
after you type 



123 


Eating Out 






124 


Breakfast 


25.00 


15.00 


10.00 


25.00 


15.00 


125 


Dinner 


150.00 


35.00 


115.00 


80. 0C 


ESfiTT 



Dinner 



Date 



Name 



Actual Amount | Paid By Credit Card 



Check Number 



1 



05/1 2/200 3 



Jim 



35.00 



TGI Fridays 



It. 



We had a great dinner!!! 



You can also enter a Note to the entire monthly budget. That note located above the spread. A note will 1 
saved automatically after you type it. 



Reminder 

Once you open My Budget Planner software it will remind you if your spending are out of the balance: 



Please be aware ol youi spending!!! 



You spent more then budgeted in December lor: 

Electricity, Gas, Water, Telephone, Mobile Phone, Medical, Cloth, Computer 
Service/Parts, Misc. Other. 

You still can balance this month if you reduce budget for other categoric 
And please CONTROL YOUR SPENDING! 



OK 
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Daily Transactions 



Add New Transactions 



To record Daily Transactions click on the cell. Click on the right mouse button. Select "Add Transaction 
from the pop-up menu. 



Jim 
Budgeted 


Jim 
Actual 


Difference 


E 


100.00 


5.008.00 




687.00 


225.00 


462.00 








100.00 




Arid T rflnsflntinns 






10.00 




Update Transactions 
Calculator 


0.00 










0.00 


0.00 


0.00 






0.00 


0.00 


0.00 



Or click on the Transaction grid on the bottom of the screen: 



114 


Utilities 








115 


Electricity 


120.00 110.00 


10.00 


0.00 0.00 



Electricity 



1 



Date 



Name | Actual Amount | Paid By Ciedit Card | Check Number 



Add New Transactions 
Update Transactions 
Delete Transaction 



Enter your daily transactions in this form. You can enter up to 50 transactions in the same time. Click tht 
"Add" button to insert the total amount. 
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Moneji Transactions 



Add 



Clear All 



Close 



May, 2003 

Add New Transactions* To The: Clothes 



Date* 



Name 



Actual Amount 



Paid By Credit 

Card**" 



Check N umbei 



1 



Memo 



05/14/2003 Jim 
05/14/2003 Linda 




25.00 Yes 
55.99 No 



124 



Maishals 
Loehmann's 



9 



10 



Jim: Tolal Amount 


25.00 




Linda: Tolal Amount 


55.99 




; 

" : You can enter up to 50 transactions Click on the "Enter" key or scroll down to go to the next tow. 
** Doable click on the cell and press "F4" key to open Calendar. 
*** Tou can enter "Y" for Yes or "K" for Ho. 



View Transactions 

You will see all daily transactions for every category's item on the bottom of the main screen. 
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Gr&p/Categsqi 



Total 
Budgeled 



Total 
Aclual 



Jm 
Budgeled 



Jm 
Actual 



Mai 



Eud 



19 



mi 



63 



64 



BALANCE 
Income 

Car Service 
Fuel 
Utilities 
Etectrrcrty 

Ga3 
Water 



Cable TV 
Telephcne 
Mobile Phone 
Internet 



r;:i 



Grocery 

Grocery 
Metlic.il 

Medical Insurance 
Dental Insurance 
Vision Care Insurance 
Doctor Visit 
Medicine 
E^o Caro 
[671 Pay Off Debt 



Visa 



i) mi 
4.500. QQ 

0.00 
0.00 



5.335.54 
0.00 



0 DO 



0 00 
3.500.00 

0 00 



4.395.5+ 
5.000.00 

O00 



0.00 



0 00 



000 



0.00 
0.00 



0.00 



ooo 

0.00 



000 

0.00 



000 



0.00 



000 



0.00 
0.00 
0.00 



0 00 



0 00 



ooo 
a oo 



ooo 



0.00 
0.00 



0.00 
000 



0.00 



0.00 



0 00 
0.00 
0 00 
0 00 



000 
0.00 
a oo 
ooo 



1.0 



■: on 



000 



QOO 



QtS 



n in 



0.00 
0.00 
0.00 




Gioceiy 

1 



Date Name Actual Amount | Paid By GetftOd 

12/15/2002 Jm 15 00 

12/15/2002 Jm "t.J-S * 



Chech Ngmbo j 

112 price cLb 

Van 



Delete Transaction 



To Delete transaction click on the cell and select "Delete Transaction". 



bb 


tye uare 


J. JU u.uu u.uu 




G7 


Pay Off Debt 






68 


Visa 


100.001 


'0.00 1 00.00 














Grocery 


Dale Name 


Actual Amount | Paid FJy Credit Card 


Chech: f 


1 


1 2/1 


s/?nn? 1 ,lim 




45.00| 


11 


2 


12/1 


Add New Transaction 


1 50.2G r £ 





Update Transactions 

To make changes to the daily transactions. Click on the cell. Click on the right mouse button. 

Select "Update Transactions" from the pop-up menu or click on the Transaction grid on the bottom of 

the screen: 
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Jim 
Budgeted 


Jim 
Actual 


Difference 


E 


100.00 


5,008 00 




687.00 


225.00 


462.00 






100.00 




Add T ransactions 
Update Transactions 
Calculator 




10.00 




0.00 










0.00 


0.00 


0.00 




0.00 


0.00 


0.00 





or click on the Transaction grid on the bottom of the screen: 



114 


Utilities 








115 


Electricity 


120.00 110.00 


10.00 


0.00 0.00 



Elecliicity 



Date 



Name 



Actual Amount Paid By Credit Card Check N umbei 



1 



Add New Transactions 
Update Transactions 
Delete Transaction 



Make changes and click on the "Update" button. 



« Money Transactions 



Update 



Close 



May. 2003 

Update Transactions For: Dinner 



m 





Date" 


Name 


Actual Amount 


Paid By Dedit 
Card"*" 


Check Number 


Memo 


a. 


1 


05/01/2003 


Linda ▼ 


25.00 No 


cash 


Baja 




2 


05/12/2003 Jim 


35.00!Yes 




TGI Fridays 



Jim: Total Amount 
Linda: Total Amount 


35.00 
25 or 


5 


** Double click on the cell and press "F4" key to open Calendar. 
*** You can enter "Y" for Yes or "K" for No. 
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View All Daily Transactions 



a*! 

Select from the menu View - Daily Transactions or click on the icon ^ to view all transactions for 
the month. 



! View Daily Transactions 



Month, Year 

May, 2003 



Total All Payment* Tot al Credit Cards Pay ment* 

c ^]]This Amount Should Be Paid In Full! 



Print 




Close 





Date 


Category 


Name 


Actual Amount 


Paid By 
Cre dit Card 


Check 
Number 


Memo 


1 


05/01/2003 


Dinner 


Linda 


25.00 


— 1 


cash 


Baja 


2 


05/01/2003 


B reakfast 


Jim 


15.00 


B 




IHOP 


3 


05/12/2003 


Dinner 


Jim 


35.00 






TGI Fridays 


4 


05/14/2003 


Clothes 


Jim 


175701? 


* 




Macys 



Click on the "Print" button to print. 



View and Analyze Your Budget 
Monthly or Yearly 

There are different ways to view your budget. All views can help you analyze your financial situation. 



Select month and year: 



View 










Month 


November 


T 


Year] 2001 J 






May 
June 


JL. 




Note 




', Cloth. JVC camera lc 






July 

August 

September 


















Total 
Budgeted 


t 






October 






1 




1 

J_ 


Bt 






-1.202 




In 


December 


V 




7.660 




A7 




inn 





Monthly view will display all data for the current month. 

J Notes 

You can type amounts only in the Monthly view. 
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View 



Monih[November Ye»|2001 _J Showjostail Budget 




Monthly 




Nolej' nc,e3SK ' Budget on Grocerj". Cloth. JVC cameralast payment. 


d 






If 







Yearly view will summaries all amounts for the selected year. Yearly view is calculated. 
Detail or Summary 

View — 



Month! November 



3 



Year 2001 



Notej 



ncieased Budget on Grocery., Cloth. JVC camera last paymen 




Detail view will show all types, category and detail items 
Summary view will show only types: 



Novenbn. 3U01 

n [ltai Ahr/~-£ 


Budgtlad 

i 

-1.202 


Toil* 
Anus* 
{ 

1.398 


PMtnoi 
t 

136 

462 


Nam? 

Budgaled 
1 

■1,393 


Name! 
Actual 

i 

-1.556 


Dilfwwce 
% 

231 


Name;? 
Budgeted 
1 

1BI 

3.160 


Nam2 
Actual 
* 

156 
2.923 


Dtfewrce 
1 

-23 
231 


2 


1 1 

Income 


fMa 


7.188 


*.SCIII 


4.269 


n 


Mandatory Expenses 


6.183 


5.595 


598 


3.849 


3.432 


357 


2.331 


2.103 


231 




1 lexible bxpenses 


1.623 


1.951 


•322 


1.131 


1.433 


-239 


135 


519 




ei 


Savings 


1.050 


1.050 


9 


900 


900 


0 


150 


150 





Show Cafppnrv Snhtntals 
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Hy UvilgiH f hmna Mmfi f*f TTQUI Mil fill 




Dili 


Hare AcwdAnonl 


-I 




















■ 







Show "Difference" Column 

Click on the drop down box and select "Difference" to display a "Difference" column. 
"Difference" is a calculated column. It's equal "Budgeted Amount" minus "Actual Amount". 



17 Show Budgeted P Show: 


Difference " 














| Dilfeience 


Name2 
Bu deleted 


N % of income 
Actual 1 


e 



I 



Show "% Of Income" Column 

Click on the drop down box and select "% of Income" to display that column. "% of Income" is a 
calculated column. 



v* Show Budgeted W Show: 



| Dilfeience 


Name2 




Budaeted 



Diffeience 

% of Income 
dual 
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View percentage of the income is a very useful tool. It will show 
you current and future financial situation monthly and yearly. You 
should save 10% or more of your income. Now you can see it. 
Do you save 10% of your income? 

You can also see what percentage of your income you spend on 
the car payment, clothes, eating out est. 



My Budget Planner - Always Pay Yourself firstf 



F.fe TMrfs Help 



□ S8 




Click h« 


:re and 
erne: 


View - 

M<mih| February Ye f|£002 l\ shBW ]DeW]l Bwdge! Hj|Mon»iiy ALL 


seine! 
% of ln< 


Note 


3 17 ShowBudgdtd W Sfcwr |Xol Ik 
J Irn ...... 


&l i 




1 rhiuvy. J002 


Total 

il . 

1 


ratal 
Aelwl 
J 


X si income 


Jim 
3 


Jin 

* 


,-| ! -,-rmr 


linfa 

Budgeted 
t 






I": tllr,:-Liii- ■ 




. M llV.Tr- 


1 

2 


BALANCE 


P 

7.500 


tj n 
T.500 W 


0 

) 4.500 
) 7S0 


0 

+.500 
7SO 


0 

10CLO 
167 


0 

3.000 
EDO 


0 

3.000 


0 

100.0 


13 
U 
15 


IIIV "111'.- 

Savings 


Jim and 
Linda 

save 




i Win 


1 sun /^flTS 


600 


200 


Cos!. 

Cash 
Maiketable Sec 




400 


400 


53 


200 


•win 


j j. 


m 


209 


67 


1 R 

■;17 
18 
19 


16ii il 
income! 




















Slock 






100 


lfj) 


1,? 


IM 


10D 22 


D 




o 


no. 


Fund 






150 


150 


2« 


0 


0 00 


150 


153 


SO 


Cut-?' 


0 


0 


0.0 


0 


o ao 


0 




0 


ftO 


















21 
22 


Trust 


ion 


100 


1 3 


100 


W 22 


0 


0 


0,0 


Stock 


100 100 


13 


100 


rr| 2.2 


0 


0 


0.0 


23 
25 


Other .. 
„ .. . Jim and 




0 


0 


0.0 


a 


0 


ao 


0 


a 


0.0 
























400 


400 


5 3 


250 


250 


$ 


150 


150 5.0 


28 
27 
2Q 

29 
so 

31 


Income on 




-.00 


100 


1.3 


0 


0 


ao 


100 


too 


3 3 




D 


a 


no 


a 


o aa 


D 


11 


no 


Handatojy Exp« 
rlc using 

Mo.Tgage/Reni 

HOA 

Home Insuranc 


uuiuiy 

enses 
uses 

i: . — i 




a.finu 


•j.jno 


' -f 7S.ui 


) 3,530 


t 

3.550 


ao 

B1.1 


1 1 
2,0fl» 


0 


0.0 
66 j 


32 
S3 
S.1 

35 


■.'Il 11 31 IU 

Linda 
spend 
26.7% o 


f 


D 
0 


0 

0 


(28? 

OD 


) 2.0OO 
0 

•0 


2J00O 
0 
0 


HA 

ao 
aa 


0 
0 
0 


o 

0 
0 


0.0 
0.0 

no 


Child Expense 


their 




















36 
37 
38 
no 


Child Care 


Income for 


30 


250 


3 3 


2S0 


so 


5.6 


0 


0 


no 


School Lunch 


Moitgag 


e 
- 




• 


40 


as 


0 


d, aa 


40 


40 1.3 


Eihiciition 


Paymer 




iftl 


im 


. 1 * 


n 


n rin 


1(W 





You can also view a Yearly or Year-to-date Summary: 
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kr My BucJijrl Plnnnrr - fllwayi P^y Yiiiirxt-lrTiryll 



He Ti In 2001 Jim and Linda 
□ E 



Note 



- Saved 



14.9% 

[View- . Spent on Mandatory 
H Expenses 65.43 
Spent on Flexible 
Expenses 22.6% 
of the yeaily Income. 



A 



a 3s 



p 



Year 



2O0> 3 Show|s U mm8ry Budget j»]| Ye8r| y Z. 



ALL 



2001 




I? Show Budgeted |7 Show: lad Income T | 



Sudgrt 



Jrn 
E .dgt'cd 
$ 



Jim 
S 



% of Income 



Lhda 
Budgeted 
I 



Lrxta 
Acted 
S 



% of Income 



■ BALANCE 



2 Income 



11 



Savings 

M,iinl,itoiy Expenses 
Flexible Expenses 



0 

105.895 105,895 

15,7*5 15,745 

69.953 $9,222 

20.39? 23.930 



0 0 

70,365 70,365 

15,345 15,345 

43.335 43,782 

13.246 15.673 



1000 

218 
62,2 
22.3 



0 

35.530 
400 



0 

35,530 
400 



26,018 

7.151 



25,440 

0.257 



• iJJ U 

1.1 
'71,6 
23.2 



Other 



Select one: 



4orth|MiT.,'s-.t Pi Year) 2D 01 »] Show | yummary Budges ^]|Moriltifv _^]| 1 oral unly 



^|lnr.rr.irr>d f-udgel on (jlQccty, CJpti JVC caTBia Iflrf payment 
Novcmhcr. 2001 



3 



Show B 



ALL 



1 



BALANCE 



Total 


Ttfal Otferarce 


•I :fl L 1 


Namel 


Dilsni at 


Budgeted 


Actual 


Budgeted 


Aaual 






t t 


S 


I 


t 


•1 202 


-1.398 -196 

-» 1M ■ 1 1 


■i -m 


•1.556 


-173 



Tatar end Nomel 
Total end Neme? 
1 Nomel 0»»V 
Nartie2 Only 
Nsmel and Neme2 



Categories 

My Budget Planner displays pre-setup financial categories in the first column. 



• Top level are Financial Types: 

Income 
Savings 

Mandatory Expenses 
Flexible Expenses 

• Next level are Categories. 

Income, for example, has categories: 
Main Income 
Other Income 

• Next level are Category's items. 

Every category has detail items. Other Income, for 
example, has: 

Gift 

Interest/Dividend Income 
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Invest Income 
Other Income 



You can 

• change any description; 

• add new category group or new category's items; 

• delete any category or category's item; 

• move any category from the Mandatory Expenses to the Flexible 
Expenses or from the Flexible Expenses to the Mandatory 
Expenses. 



Click on the first column and select from the menu: 





Group/Category 


Total 
Budgeted 




BALANCE* 


578.00 


47 


Other Credit 


HOC 


48 


Premier America Visa 


o.oc 


J* 


T. Master Card 


100.0C 




Donations 

Charity 








J0_ 
51 


Add New Category Group 
Add New Category's Items 

PhflnnR nifisniinHnn 


DC 


52 


Church 


DC 


53 


Help Odesss 


Delete 




DC 




Help Others 


Move To Mandatory Expenses 


DC 


55 


Education 


Move To Flexible Expenses 




56 


Books 




O.oc 




DrCop/TC2/TrdStat/ESignl 


o.oc 


58 


Dues and Subscription 


o.oc 



Add New Category 





• Select 




Type from 




the drop 




down box. 




• Enter a 




new 




category 




description. 




• Enter all 




items for 




that 




category. 




• Click OK. 
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Add New Category Group 



Select Type 



Flexible EwDenses 



Enter New Group Description 



Joshua's Expenses 



Enter New Items: 



-1 
1 


rlnrki=.: 




2 


Toys 




3 


Video Game Rent 




4 


Allowance 




5 


Chores 




6 


Book 




? 


Spoil Activity 




8 


School Supplies 




9 






10 






11 






12 






13 






14 




W 



OK 


Close 







Add New Category's Items 





• Select a 




Type from 




the drop 




down box. 




• Select a 




Category 




from the 




drop 




down box. 




• Enter all 




new items 




for that 




category. 




• Click OK. 
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Add New Items 



Select Type 

andatory Expenses 

Select Category 



Cfedit Card 
Enter New Items: 



"3 



1 

1 


r Hit U-JH Vlaa 




2 


Maoris 




3 


Discovery 




4 






i 






G 






7 






B 






9 






1Q 






11 






12 






13 






14 







OK 


Close 







Change Description 

1 . Click on the item you want to change a description for. 

2. Enter a new description. 

3. Click OK. 



Reliiemeni 

401 K Plan 
Stock-Fiintf 
Mulual Fund 
SlOCfcDIS 
Siack:MCD 
Stock;PFE 
StwkrPG 
33 Maiicldloiy Expenses 
Car 



72 
23 
2i 

zr 



P -n r I r\t-'j i r n »- n 



Change f ciciiption 



mm 



Currant Description | MuMFund 
Change ToAN9wDescTOtion|Y,*a : aich Fu"tJ 



OK ( Cbse 



wr, rn 



us nn 



ri fin 



You can change descriptions for the category's heading and category's items 
Delete Category 
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1y Budget Planner - Always Pay Yourself Firstl 


□ E33 | **■ ■ 1 iiiL | m 3C 


rVlew 




Mole 




Frfiruarip, 


Total Tplal W 
4 S 


1 

2 


BALANCE 
Income 

Inlfesr/Divisie.id income 


0 0 
7,50(1 7.500 

o o] 


9 


10 


Invest Income 


0 0 


11 


Tan Refund 




Select 


i£ uinermcoms 
13 Savings 


1 


"Delete 
Lalegory" 


H 


Cash 






15 


Cash 






16 
17 
18 


M.ukai.ible Sociniiy 




otixl. 




Fund 






19 
20 


'Mf •• 


«dd Ne^ ca 


- CC< p 


Collarjs 




Category * 


71 







You can change any description, delete or add new item by 

using a "Template" screen. Click the template icon ^ or 
select from the menu File-Open Template : 



Categories 



My Categoiies 



Glhei 

Olhei 
Cie<tit CniH 

Visa 



Life lusui.tiico 

Flexible Expenses 
Clothes 

Clothes 



EilillCj Cm 

Lunch 
0 inner 
EntonoiiirrtOM 

Movie Theal9r 
Maui* Remal 
Other Entertainment 
House linlil 
Household 
Houge Maintenance 

U 



Expired In 
Ye* 



NcVCI 

2001 



Never ■* 



Never - 

Never » 
Never 9 



Nevei 

Never y. 
Never » 



Nevei I 
Nevei * 



± Mi New 



Qefelc 



£lose 



Change the description. Simply type over and click on the 
"Close" button. 



Expired Item 
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Click on the item, select a year when this item will expired from 
the "Expired in Year" drop down box. 

Example: First Bank Visa card will be paid off in 2002 and will 
never be used again. Select that item and select 2003 from the 
drop down box. The "First Bank Visa" item will be visible for 
2001 and 2002 budgets and it will not be visible for 2003 budget. 



Add New category. Click on the — 
existing category from the list: 



Add New 



button. Select 



fi Budget Template 



Categoiy 






Income 






Salary 






Salary 






Bonus 






Other Income 






Before Tax Spending Accounl 






Gifl 






Interest/Di'/dend In coins 






Invest Income 






Tax Refund 






Other Income 






Mandatory Expenses 






Housing 






Mortgage/Rent 






HOA 






Home Insurance 






Other 






Child Expense 












pWtririats" 


> 





Cancel 



and click on the 



Add 



button. 



Delete category. Click on the category you would like to 

Delete 



delete and click on the 



button. 



Move Category 



You can move a category from the Mandatory Expenses type 
to the Flexible Expenses type or the other way. Click on the 
category's heading and select "Move..." from the pop-up 
menu. 
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Calculator 

Calculator is a useful tool to calculate amounts when adding or 
subtracting. 

Click on the cell. Click on the right mouse button. Select 
"Calculator" from the pop-up menu. 



15.00 



10.00 



TGI Frid 



laiiniB ac nn 

Add Transactions 
Update Transactions 



Ualculator 



A calculator will pop-up. Add amount and click on the Insert 
button. 



Calculator 



AAA 




CE 



A 


5 | 6 




+ 




A 


2 3 




X 


/ 


A 


J 




% 




Insert 


Cancel 



Graphical Analysis 

Chart is another good tool for the visual display. Click on the 
Chart icon on the toolbar or select from the menu Tools- 
Graphical Analysis to open this screen. 
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Grap-htcal Analyiis 



Available Chart.: 



Moray OlocdtonBy Jype Adual 
Money fllocwmBy CaJe$«pBtKiaelMl 
Money Akxcfton By Caiejiyy Actual 
Income: Budgeted vs Actual 
UandakNy Eiqwnsca Budgdodv* Actual 
nwfcto E»*wi»8s Budgeted vs Actual 
Savnw. BwJgeted vi. Actual 



; : ii n 





|Stvii#:2}3 

| M UlUlr IV T--. [)■ T r:' J 



There are 8 charts available for analysis: 



• Money Allocation By Type Budgeted 

• Money Allocation By Type Actual 

• Money Allocation By Category Budgeted 

• Money Allocation By Category Actual 

• Income: Budgeted vs. Actual 

• Savings: Budgeted vs. Actual 

• Mandatory Expenses: Budgeted vs. Actual 

• Flexible Expenses: Budgeted vs. Actual 



Money Allocation charts could be viewed as an amount or as a percent. 



Export to Excel 

Click excel icon ^ on the toolbar or select from the menu 
Tools-Export to Excel to export a budget to the Microsoft 
Excel application. 



Print 



Click the printer icon » on the toolbar or select from the menu File - Print to print your budget. 
To choose a Printer please select from the menu File - Print Setup... 

Options 

Click on the File menu and select "Options". You can: 

• Change number of people. 

• Change names. 
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Change the database location. 

Set to display financial categories in the Alphabetical order or 
not. 

Show or Hide Over/Under budget amounts from the previous 
months. 



3 Optl. 



r User Information 



Create Budget for |~2 people 



Namel I.Jim 



Name2||jnda 



- D at abase - 



Database Location C: Matiana.de v^Budget 



Browse 



Copy ol the Database C: Matiana.de v^BudgetVDB Backup Browse 
(Copy of the database will be created automatically every 1st day of the week) 




|- Othei Options 

1*? Display Categories in the Alphabetical Older 
|7 Show Overall nder Budget Amounts From The Previous Months 



Save 



Close 



Backup Your Budget Data 



My Budget Planner will ask you to backup your data every time you 
exit from the software. 
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ISl Backup lo The Disk 



You've made a backup copy of your budget database on 05/13/2003. 

You should backup your Budget Plannei database to the disk. That way if 
your computer should ciash in the luture, oi you change computers, you 
will be able fully lestoie all youi data. 



Please insert a blank, formatted disk and click "Backup How". 



Lj| Backup To: |jvT 



Backup Now 



Skip 



W "Always Remind Me to Backup My Budget Planner Database! 



Troubleshooting! If you get an error copying the database, try to format the disk by right clicking 
the backup drive in "My Computer' on the desktop screen and selecting format. DO NOT format 
a hard drive!!! Your diskette drive is normally drive A: or sometimes drive B:. Try re-inserling the 
disk may help. Try another disk if error persist. 



"The reminder will still recur every 7 days automatically. 



If you don't want to be reminded every time then UN-check" Always 
Remind Me to Backup My Budget Planner Database". By default a 
reminder will still recur every 7 days. 

You can also open the "Backup" screen by clicking on the menu File - 
Backup Database. 



My Budget Planner Database 

My Budget Planner is using MS Access database 
BUDGET.MDB. By default, the database is located under 
C:\Program Files\MyBudgetPlanner 

To change the database location or people's name, please 
select from the menu File-Options. 

BP Notes jhere j s always a copy of your database. By default, 
the backup database is located under C:\Program 
Files\MyBudgetPlanner\DBBackup. 
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